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1. Jontributions

a. angible

(1)

(2)

()

The Records Conter regsived 20 cubic feet aof inactiwe
records and destroyed 15 cubic feet, The Ceandir is
now filled to eighty-one per cent of its capacity.

Completed the ewaluation of one Employee Suggestion,
recommending its rejection. If this suggestion had
been adopted it weuld have rejuired a procurement of
aver 170 adiitiomal filing esbinets.

Completed a review on the filing systems previocusly
installed in the Bullding Ilizning %taff and the
RBistorical Inielligemce “itaff. DBoth systeme are work-
ing seiisfactorily.

Campleted the installstion of a filing system in the
Machine Divisiom, 007, including training of personnel
to operate the files. ighteen cubtde feet of records
vere removed from the sctive files., One safe is com-
pl:tely emptied and the ewrrent files consclidated in-
to tuo drmrvors.

Completed neven new and revised fomms.

{1)

Reviewed the procedures of the outgoing pouch section,
Records Com'rol, OfMice of Communications and at the
request of the Area Records Officer made sugpesticns
on improved methods and equirment.

‘2« Assignments - (Active’

2s Installatfion of f system, ‘F'1 - continuing instalisation
in,Ggophgptesd Hrdnch and started a new instailation in the
Hodigine Tivisitn,

CONFIGERT L

Approved For Release 2006/05/24 : CIA-RDP70-00211R000900060011-3




- 'Ap":F'ovéd For Release 2006/05/24 : CIA-RDP70-00211R000900060011-3

CONFIBERTIAL

&

Booklet on sugeostions foy saving space - development of :
booklets emtinuing with obtaining of appropriate photographs,

feview of requisitions for fiiing ipment =
review of seven resussts. o completed

Use of Shelf Fi1 Brel s -
eatmttton o ¥ wei?k: ee of Security - proposal to be

Uge of Shelf Fi T , P .
ﬁﬁ clater, ling, “fographic Rtmm Industrial

necords Disposition Survey, OCk - agresment reached with

by ; all
divisione and -taffs on “eeords Couirol Sehedulea. Sghedules
now awaiting final approvel from 23/c3.

“ecords Management Survey, Stock Managemeat and o :

i - Hequirements
gmtim of aﬁgw Office - sixteen sug esti.ne % i
rovement ¢ oparations, ineclud

inaetive recorde agreed to. ’ 76 slinination of

Review of records eontrol sehedule 0ftice
» of Comptraller -
g;:w of schedules co-nleted and sugrestions for yevieion
3 L ]

Twenty-eight new and revised forms in prowess.

Review of Vital Materisls Irogram = Office of Comptroil
,. Office of Training, ffise of Fersonnel, and ﬁeda?;l ﬂf;i:t.

3¢ Ansipruents §m2-iw2

Fo

2e Zecords Disposition Survey, Commercial Staff - g
comments from o fica, ’ fuaiting

Lo News

2. Director approved the construction of addition to R
. :k“cm
Center on 17 May. The Real ststsySomstruction Divisica is
:: ;n“ pm;gsgof eoatacting prospective bidders. All hids
jee on wmes It ia expected that a ~ will
avarded prior to 1 July, comtract e

ILLEGIB
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